
ROCKY FLATS PLANT Manual No.: 3-21 000-ADM 
EMD ADMINISTRATION Procedure No.: Table of Contents, Rev 1 

Effective Date: 1011 8/91 
CATEGORY 1 .CZ Organlzation: Envlronmental Management 

MANUAL . page: 1 of 4 

Yk'c& - 

f". 

* "'YVTABLE OF CONTENTS 

L 
01.01 

02.01 

02.02 

02.03 

03.03 

03.04 

04.01 

05.01 

05.02 

05.03 

05.04 

05.05 

05.06 

05.07 

05.08 

06.01 

07.01 

08.01 

ADMIN RECORD 

ER OrganizatioE_t 

Indoctrination and Training 

Personnel Qualifications 

Qualification of Audit 
Personnel 

Risk Assessment 

Control of QAA Development 

Procurement Document Control 

Procedure Development 

Development and Control of 
ARARs 

RFVRI Work Plan Development 

QAA Development 

Document Review 

QAPMIPCC Procedure Review 

Preparation of Procedure Change 
Notices 

Forms Control 

Document Control 

Control of Purchased Items and Services 

Control and identification of 
Items, Samples, and Data 

Effect ive 
~~ 

0 

0 

0 

011 sr9 1 

L 
912319 1 

810219 1 

011 519 1 

8/02/9 1 

912319 1 

912319 1 

~ 0 2 1 9  1 



ROCKY FLATS PLANT Manual No.: 3-21000-ADM 
EMD AD MI N ISTR ATlON Procedure No.: Table of Contents, Rev 1 

2 of 4 MANUAL Page: 
Effectlve Date: 1011 819 1 

CATEGORY 1 Organlration: Envlronmental Management 

Procedure 
la 
12.01 

13.01 

15.01 

16.01 

17.01 

18.01 

18,02 

18.03 

20.01 

AQD.01 

AQD.02 

AQD.04 

AQD.05 

AQD.06 

AQD.08 

SWD.01 

SWD.02 

TABLE OF CONTENTS 

Control of Measuring and Test Equipment 

Handling, Shipping and Storage 

Control of Nonconforming Items and 
Activities 

Corrective Action Reports (CARS) 

Records Management 

Audits 

Sunreillance Activities 

Readiness Review 

Invoice Management 

Response Plan for Denver Metro 
Air Pollution Episodes 

Monthly Environmental Monitoring Report 

Radiation Dose Assessment to the 
Public from Routine Operations 

General Emergency Response 

EWODIS Report 

Preparation of EPA Form R 

Monthly Discharge Monitoring Reports 
for NPDES 

Implementation of the Control and 
Disposition of Incidental Waters 

Effect ive 
mLum 

0 

0 

1 

912319 1 

8/02/91 

10/10/91 



ROCKY FLATS PLANT Manual No.: 3-21000-ADM 
EMD ADMINISTRATION Procedure No.: Table of Contents, Rev 1 

Effective Date: 1011 8/91 
CATEGORY 1 Organization: Environmental Management 

MANUAL Page: 3 of 4 

TABLE OF CONTENTS 

Procedure 
!!& 

SWD.20 

NEPA.01 

NEPA.02 

NEPA.03 

NEPA.04 

N EPA. 05 

NEPA.06 

NEPA.07 

NEPA.08 

NE PA.09 

NEPA.10 

NEPA.11 

RPD.01 

RPD.02 

RPD.03 

RPD.04 

IulQ 
Monitoring Audits 

NEPA M&l Design Review 

NEPA Compliance Committee 

Completing a Checklist 

ADM Development 

ADM Review 

Preparing Recommendations to 
DOE, RFO 

Drafting Categorical Exclusions 
for DOE, RFO 

Environmental Assessment Process 

Preparation of an Environmental 
Assessment 

Preparation of a Mitigation Plan 

NEPA Recotds Maintenance 

Work PhWSampling Pian - When 
€PA Approval not Required 

Work Plan/Sampling Plan - When 
EPA Approval Required 

Documents to be Submitted to the 
Administrative Record 

How to Prepare Statements of Work 

Effect Ive 
mLum 



ROCKY FLATS PLANT 
EMD ADMINISTRATION 
MANUAL 

CATEGORY 1 

Manual No.: 3-21 000-ADM 
Procedure No.: Table of Contents, Rev 1 

Effective Date: 1011 819 1 
Organ k a t  ion : Environmental Management 

Page: 4 of 4 

Procedure 
ML 

RPD.05 

RPD.06 

RPD.07 

RPD.08 

RPD.10 

RPD.11 

RPD.12 

RPD.13 

RPD.14 

RPD.15 

RPD.16 

RPD.17 

RPD.18 

RPD.19 

RPD.20 

TABLE OF CONTENTS 

Preparing, Processing and Classification 
of Documents to be Distributed to Outside 
Agencies 

Preparation of Closure Plans 

Preparation of Technical Evaluations 

How to Establish ARARs 

How to Prepare and Process Milestones 

Tracking Costs and Schedules 

Processing Procurement Documents 

Uniform Requirements for Submission of 
Plans and Documents by Contractors 

Coordination of Activities with Field Project 
Management (FPM) and Field Engineering (FE) 

Checklist for the Stamp of New Projects 

Standardized Contractor Cost Reporting 

QA GuMelines for Treatability Studies 

QA Guidelines for Health and Safety 
Treatability Studies 

Cost Guidelines for Submission of Cost 
Evaluations and Technical Evaluations 

Checklist for Preparing Project Management 
Plans 

Effect ive 
mYd!Lm 



PREPARATIOH OP =PA PORN R 

EG&G ROCKY FLAT8 P L U T  llanurl t 3-2 1 0  0 0-ADII 

PROCEDURES WWUAL Pagm: 1 Of 17 
EMD ARatTIIBTRATIVE P ~ o ~ o ~ ~ E o  Horn: AQD.08, RsV 1 

Effeetivm Datm: 10/10/91 
Category 1 ,.Organisation: Environmental xanagement 

d 

This Is a 7 

The purpose of this procedure is to specify a method for the 
Chemical Tracking and Control Systems Group of the A i r  Quality 
and Chemical Tracking Division to accurately complete the 
Environmental Protection Agency (EPA) Form R report (Attachment 
1) required under the Superfund Amendments and Reauthorization 
Act Title 111, Section 313, of 1986. 

@ 2.0 SCOPE 

This procedure covers the retrieval of pertinent data for the EPA 
Form R report from existing information sources at the Rocky 
Flats Plant (RFP) , the peer review of the material, and the final 
compilation of the EPA Form R report. 

3 . 0  TERMS/DEFINITIONS 

3 . 1  

A i r  Pollution Emission Notice is the mechanism that allows 
the Colorado Department of Health to track air pollution 
sources, determine their environmental impact, and issue 
appropriate air emission permits. APENs were prepared for 
approximately 110 buildings on the site that have the 
potential for chemical emissions. 

3 . 2  BQcTa 

A i r  Quality and Chemical Tracking Division. 

3 . 3  a 

854D0137.004 

Chemical Control System is a program consisting of 
computerized tracking and administrative controls that 
oversees the planned parenthood to grave movement of 
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chemical8 at RFP. The CCS is maintained by the Chemical 
Tracking and Control Sygtems group of AQCTD w i t h  support 
from Health and Safety, Information Resources, Waste 
Programs, and production managers. 

3.4 CCS D- 

CCS database is the ORACLE computer program on the RFP 
unclassified VAX that consists of a container-based 
chemical identification and tracking module and an 
electronic material safety data sheet module. 

Code of Federal Regulations. 

3 . 6  CONTACT PERSOY 

A Rocky Flats employee who could supply pertinent 
information for completion of the EPA Form R report. 

3 . 7  CTCS 

Chemical Tracking and Control Systems is a group within the 
AQCTD of t h e  Environmental Management Department that 
oversees the real-time tracking of chemicals at RF'P. The 
group is also responsible for completing Superfund 
Amendments and Reauthorization Act Title I11 reporting for 
t h a t  Act's Section 312 and 313. 

3 . 8  BE. RFO 

Department of Energy, Rocky Flats Office. 

3 . 9  

De level is 1.0 percent concentration of a mixture 
of chemicals, or 0.1 percent if the chemical meets the 
Occupational Safety and Health Administration carcinogen 
standard. 

3.10 

Environmental Protection Agency. 

WOlS7.004 
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3.11  

EPA Form R report, the Toxic Chemical Release Inventory 
Reporting Form, is required by Section 313 of the Emergency 
Planning and Community Right-to-Know Act (Title I11 of  the 
Superfund Amendments and Reauthorization Act  of 1986) ,  
Public Law 99-499. A completed EPA Form R report must be 
submitted for each toxic chemical manufactured, processed, 
or otherwise used at each covered facility as prescribed in 
the reporting rule in 40 CFR Part 372. 

3.12 JNVENTORY MOD- 

Inventory Module is a part of the inventory menu found on 
the main menu of the CCS database. 

3.13 MSDS 

Material Safety Data Sheet. 

The peer review team is comprised of people assigned to 
examine and comment on the adequacy of the EPA Form R 
report prior to its approval. 

3.14.1 Citation 

The location in the text to which the comment 
applies. 

3 . 14 . 2 comment 

The reviewer's comments. 

CTCS's response to the comment. 

3.15 PROCESS Ip 

Process ID numbers have been assigned to each process that 
occurs at RFP by EG&G and its subcontractors. The number 
consists of the building number and a numerical maffix 
assigned to a given process within the building. 
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3.16 -SE INVENTORY WO- 

The ReleaBe Inventory Worksheet documents all information 
gathered for the EPA Form R report. 

3.17 REFORTABLE- 

A reportable chemical is a Section 313 toxic chemical used 
in excess of 10,000 pounds or a quantity as 
designated in the "EPA Toxic Chemical Releame Inventory 
Reporting Form R and Instructions" that must be reported on 
an EPA Form R report. 

3.18 BEE 
Rocky Flats Plant. 

Superfund Amendments and Reauthorization Act. 

3.20  SECTION 313 TexfC 

Section 313 t o x i c  chemicals are those chemicals that are 
subject to EPA Form R reporting. 

3.21  

Toxic Chemical Release Inventory System (TRIS) is the EPA- 
issued magnetic media form of the EPA Form R report. 

4.0 RESPONSIBILITIES 

4.1 mcs 
The CTCS group is responsible for implementing this 
procedure and for preparing the Form R reports each year. 

4.2 Peer Review Teglg 

The peer review team members are responsible for verifying 
the contents of the Form R report with documented review 
comments submitted to CTCS. 
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5.0 PROCEDURE 

5.1 

5.1.1 Query Inventory Module for Section 313 Toxic 
Chemicals in March to obtain a printout of the 
amounts of these materials used in the previous 
calendar year. 

5.1.2 Add quantities of like chemicals reported a8 w e d  
during the previous calendar year. 

5.1.3 Designate reportable chemicals based on the "EPA 
Toxic Chemical Release Inventory Reporting Form R 
and Instructions." 

5.2 Crosscheck CCS Database Information 

The Inventory Idodulm reeordr th8 p8rmon who 

additionr CTCS persoPnm1 hav8 aontrmtm from whom 
individual building rmfmrrrlm aan bm obtainad. 

5.2 . 1 Identify contact person (s) for location (s) of each 
chemical . 

r008iV.d th8 ahmnieal i n  W i O l l 8  l o ~ t i o n 8 .  In 

NOTE 
A IC.lma89 Inventory Workmheet for  .&ah r@pOrtsbl. 
chemical mhall coataia iafoxmation a# rpauified in 
seotion 5 .2 .2 .  

855600137. OM 
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5.2.2 Verify chemical use. 

5.2.2.1 Verify amount used of the reportable 
chemical by calling the contacts 
referenced in Section 5.2.1 of this 
document . Note the contact's name, 
department, telephone number, and the 
and the date contacted, on the inventory 
worksheet. 

Identify the process in which the 
chemical is required under Section 313 
requirements discussed in "EPA Toxic 
Chemical Release Inventory Reporting 
Form R and Instructions." Document the 
process name, location, and emission 
information on the Release Inventory 
Worksheet. 

5.2.2 .3  Sign and date the Release Inventory 
Worksheet. 

5.3 Crosscheck Usaue -tion 

5.3.1 Verify the efficiency and stack release 
information w i t h  the APEN reports, and document 
this on the analysis. 

5.3.2 Equate chemical use to the Waste Stream 
Identification and Characterization Reporta 
prepared for buildings by a Waste Programs 
contractor, and document this on the analysis. 

5 . 3 . 3  If the system does not balance, contact 
appropriate sources to verify information (see 
Release Inventory Worksheet) and/or seek 
additional assistance from the CTCS Manager. 
Document resolution of  any discrepancies on the 
analysis. 

Sign and date the analysis. 5 .3 .4  
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5.4 t EPA F m  

5.4.1 Complete the first and second page of the EPA Form 
R report a8 directed per the nToxic Chemical 
Release Inventory Reporting Form' R and 
Instructionsen 

5.4.2 Use neat, readable copier as cover sheets for all 
the EPA Form R reports. 

MOTE 
E8ah rOportrbl8 chmi-1 b.8 .D EPA rOm R ropoEt. 

5.4.3 Complete pagee three through five of the EPA Form 
R report for each reportable chemical as directed 
by the "Toxic Chemical Release Inventory Reporting 
Form R and 

5.5 

5.5.1 Make a copy of the documents from steps 5.2.2 .3 ,  
5.3.4,  and 5.4.3 and have t h e m  verified by the 
CTCS Manager. 

5.5 .2  Revise the documentation a&# necessary (repeating 
step8 5.1 to 5.4, am needed). 

5.5.3 Once the documentation is verified, have the CTCS 
Manager sign and date the copy of this form 
verifying concurrence. 

5.6  P A  Fonn R Peer-view 

5.6.1 Submit Release Inventory Worksheets and draft EPA 
Form R reports by May 31 of each year to the 
Environmental and Waste Management peer review 
team described below: 

a. Environmental Management - AQCTD, CTCS 
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b. Environmental Management - AQCTD, Clean 

C. 
a. Wamts Operations - Permitting and 

8 .  DOE, RFO - Waste Management and 

Air Act  
Waste Operations - Liquid Waste 
Compliance 

Environment Division 

5.6.2 Written citations and comments per the END 
Administrative Procedures Manual's "Document 
Review" procedure ( 3-21000-ADM-05.05) should be 
returned to CTCS within 2 weeks. 

MOTE 
8t.p 5.7 m d  5.8 should trL0 total O f  3 work to 
aomplotr. 

5.7 -n of m e n t a  

5.7.1 Resolve citations and comments generated in 
Section 5.6. Call contacts specified i n  Section 
5.2.1 of this document, to support disposition as 
necessary. 

5.7.2 Document contact's reply and resolution on the 
document review sheets per 3-21000-ADM-05.05. 

5.8 EPA Form R R e D o r U  

MOTE 
BPA rrguestm t h a t  t h 8  Fora El report bm 8ubPrittmd 
t o  tham on Pragnetia m8dAa. The State of  Colorado 
E.mOSt# 8ubmittal8 hard GOpy f O m .  

5.8.1 Revise documentation as necessary. Repeat applicable portions o f  Section 5.4 to 5.7 of this 
procedure making the corrections indicated in 
Section 5.7 of this procedure. 

5.8.2 Prepare an EPA Form R. This may be done using the 
m I S  Report software. Guidance for using thim 
software is contained in Attachment 3. 
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5.8 .3  Make a copy of  the EPA Form R and have it verified 
against the input data by the CTCS Manager. 

5.8.4 Revise the EPA Form R as necssaary (repeating 
steps 5 0 8 . 2  to 5 0 8 . 3 ,  a8 needed) . The CTCS 
Manager shall resolve any disputes. 

5.8.5 Once the EPA Form R is verified, have the CTCS 
Manager sign and date a copy of  this form 
verifying concurrence. 

5 . 8 . 6  Prepare a transmittal draft memo per the direction 
of the CTCS. 

5.8.7 Prepare a history package for this EPA Form R 
containing the documentation referenced in steps 
5.5.5, 5 . 7 0 2 ,  and 5.805 and then submit this 
history package to the CTCS Xanager for 
transmission to the EMD records center, per 3- 
21000-ADM-17.01, Records Management. 

5.8.8 Submit the draft memo and EPA Form R t o  the CTCS 
Manager for transmittal. 

5.9  A Form R Smittal to DOE, RFQ 

submit EPA Form R reports to DOE, RFO no later than June 17 
of the current year. Form R reports are due to the EPA and 
the Colorado Department of Health by July 1 of each year. 

6.0 REFERENCES 

6 . 1  C Che&al ReleagEg dnvgntom Rsnortb Form R ana 
mtryES;ions, EPA 560, United States Environmental 
Protection Agency, Washington D. C. 

6.2  c Chemlcal Release Inventory D i s k  and Instructions, 
United States Environmental Protection Agency, Washington 
D. C .  

6.3 trative Pmcedurem Manua, 3-21000-~M-05.05, 
"DocWent Review," Rocky Flat8 Plant, Golden, Colorado. 

6.4 trat ive Proc@ures w, 3-21000-ADW-17.01, 
"Records Management,n Rocky Flats Plant, Golden, Colorado. 
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7.0  A T T A C " T S  

'1 0 EPA Form R report 

2 .  Sample Releaae Inventory Worksheet 

3 0  Guidance for Preparation of the TRIS Report 
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EPA Form R Report 
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WHERE TO SEND COMPLETED FORMS: 

85600137.006 
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ATTACHWENT 2 
Sample Release. Inventory Worksheet 

EPA FORM R RELEASE INVJZNTORY WORKSHEET 

CHEMICAL COMMENTS 

P m s r  lDMames 
Toal Usage Quantity 
Proccss Locations 
Pmctss emission infomation 
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1. 

2 .  

3 .  

4 .  

5. 

7 .  

a.  

9 .  

ATTACHMENT 3 
Guidance For Preparation of the TRIS Report 

Load the TRIS Report onto the CTCS's IBM or compatible computer. 

Configure TRIG Report to  conform w i t h  the computer being used. 

Enter the EPA Form R report information documented in Section 
5.7 .1  of this procedure per the directions accompanying the TRIS 
diskette, 

Generate the EPA Form R reports. 

Print EPA Form R reports. 

Compare printed TRIS report w i t h  the report generated from 
Section 5.8.1 of this procedure and make necessary corrections. 

Copy the necessary files from the TRIS Report to a diskette. 

Label the magnetic diskette as per t h e  directions accompanying 
the TRIS diskette. 

Generate a certification cover letter t o  be signed by the 
official listed in Section 2 of Part I of  the EPA Form R reports 
as per the directions accompanying the TRIS diskette. 


